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1. Overview

1.1 Document Purpose and Scope

The Nurse Aide Program (NAP) End User Manual (Provider/Certified Nurse Aide version)
provides Provider, Training Program and Certified Nurse Aide (CNA) users with step by step
instructions for navigating the Nurse Aide Program subsystem application.

The End User Manual includes instructions for “Searching for” Nurse Aide Registry and
Training Program information, and for submitting online requests and applications. The
following functions are described in this manual.

e Search for a Nurse Aide

e Submit a Training Program Application

e Search for a Training Program

e Search for an Instructor

e Search for a Testing Site

e Submit a Train-the-Trainer Registration Application

e Search for and/or submit a Complaint

Each function is described according to name and purpose, and includes step by step instructions.
Screen examples and screen descriptions are provided to further explain the procedures.
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1.2 System Access and User Type
Provider, Training Program and Certified Nurse Aide users access the Nurse Aide Program

application via the Georgia Web Portal by selecting one of the NAP links on the Nurse Aide Tab.
Provider, Training Program and CNA users have access to the same general functions.

Table 1-1 System Functions and Users

Function User
Search for a Nurse Aide All users
Adverse Findings Report (PDF) All users
Nurse Aide Forms All users
Search for a Program All users
Search for an Instructor All users
Search for a Testing Site All users
Enroll as a Nurse Aide Training Program All users
Train-the-Trainer Registration Application All users
Search for/Add a Complaint All users
Suspected Fraudulent Training Programs Report (PDF) All users
Frequently Asked Questions (PDF) All users
Links and Lists (PDF) All users
Manual (PDF) All users
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1.3 Screen Layout and Overview

Each Nurse Aide Program screen displays the screen name/function at the top of the screen, and
provides general instructions for navigating the screen. The user can access more complete
instructions by clicking the “Instructions” link on the top right corner of each initial search
screen. The NAP application screens provide the user with functional bars or links in order to
initiate a search, search again, or return to the Main Menu.

The sample screens below provide an illustration of the screen layout

Sample Screen

Screen name and
general instructions.

Search for a Program Instructions

To search for a specific nurse aide training program or search for programs within a geodraphic defined area, please enter search information and selectthe Search
huttan.

Program Mame : w Program Mumber : Provicler ICv:

Program Setting : W | Program Type w Program Status : -

City : State : GA v Fip: County | Mile Radius 0 | Mo Limit
[ Sewrch | Cloar Soweh

tin bieni

Figure 1-1 Screen Layout and Overview

Button to initiate the
function. In this case
a Program search.
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1.4 Accessing the Application

Provider, Training Program and Certified Nurse Aide (CNA) users can access the Nurse Aide
Program (NAP) system according to the following steps:

1. After accessing the Internet, go to the Georgia Web Portal by entering the address:
.mmis.georgia.. The Home Page on the Georgia Web Portal is displayed.

2. From the Home Page, click the Nurse Aide Tab. The Nurse Aide Main Menu will be
displayed.

w

The following Nurse Aide Program related-functions are listed on the main menu.

Search for a Nurse Aide

Adverse Findings (PDF)

Nurse Aide Forms (various)

Program Search

Instructor Search

Testing Site Search

Enroll as a Nurse Aide Training Program
Train-the-Trainer Application

Complaint Search

Suspected Fraudulent Nurse Aide Training Program (PDF)
Frequently Asked Questions (PDF)
Links and Lists (various)

NAP Manual

To access the NAP application, click on the desired link.

Murse Aide System

|. Certified Murse Aide Registry Search for & Murse Aide

Addverse Findincs

Cerification Renewal

Hurse Aide Forms

Murse Aide Cerification Renewal

Murse Ajde Out-of-State Reciprocity:

Cetification |etter Reouest
Change of Personal Information
Change of Mame

Il Murze Aide Training Program Program Search

Instructor Search
Testing Site Search

Enroll az a Murse Aide Training Prodrarm

I Train the Trainer Application {1 og) I

Complaint Search
Suspected Fraudulent k2 Training Proograms

NAP Provider User Manual Page 4
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Il. Freguently Aszked Questions (FAGs) Cedified Murse Aide

Murze Aide Training Proorams

v Links & Lists Published Links & Lists
Testing Stes
Train-the-Trainer Calendar
Cther Murse Aide State Redistries
Test

Murse Ajde Training Procram

. WanuEls Certified Murse Lide

Murse Aide Training Programs

hilain MenL

Figure 1-2 NAP Main Menu
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2. Operating Instructions

2.1 Search for a Nurse Aide

2.1.1 Purpose

The Search for a Nurse Aide function allows users to search for certified nurse aide (CNA)
information and verify the certification status of a nurse aide. The user enters at least one search
criteria and, by entering additional search criteria, can narrow the search to a specific nurse aide.
The Search for a Nurse Aide function consists of two screens: Search for a Nurse Aide and
Search for a Nurse Aide - Initial Results.

2.1.2 Instructions

1. Follow the steps in Section 1.4, Accessing the NAP Application. Click on the “Search for
a Nurse Aide” link from the Main Menu. The Search for a Nurse Aide screen is
displayed.

Search for a Nurse Aide - Initial Results

The infarmation you access will validate the cerification of active or inactive nurse aides onthe Georgia Murse Aide Registry. You may search the certification status by
entering one or mare of the fallowing criteria and selecting the Search button, The nurse aide's cerification number may ke found on the frant ofthe nurse aide's
certification letter.

Last Mame : First Mame : Micldle Initial :

Social Security Mumber - - Certification Mumber Status O,Jl\cti\.-e Olnactive

bdain henu

Figure 2-1 Search for a Nurse Aide

2. To search for and verify the certification status of a specific nurse aide, enter the nurse
aide’s full name in the Last Name, First Name and Middle Initial fields; and/or enter
the CNA'’s social security number in the Social Security Number field; and/or enter the
CNA’s certification number in the Certification Number field. Social security numbers
are entered as (nnn-nn-nnnn).

3. The default setting for Status is active. To search for a CNA with an inactive status, click
on the Inactive Status radio button.

5. Once all search criteria are entered, click the “Search” button at the bottom of the screen
to initiate the search. The information entered is validated by the system. If an error
message appears, make corrections and click “Search” again.

NAP Provider User Manual Page 6
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Search for a Nurse Aide Instructions

The information you access will validate the cerification of active orinactive nurse aides on the Georgia Murse Aide Registry. You may search the cerification status by
entering one or more of the following criteria and selecting the Search button. The nurse aide's cerification number may be found on the front ofthe nurse aide’'s
cerification letter.

Lazt Hame : jones Firzt Name : Middle Initial :
Social Security Number : - - Certification Mumber : Status : @nme O Inactive
rame | conteoon e ongna Ceruteaon e aprsion e st cvrservangs | ceoproctysre|_|
E T T 12/05/2000 12/05/2004  Active No =
T [ 05/25/2006  Active No NC =
D [ 0SMT/2006  Active o &
T . 11/21/2004  Active No &
S 10/01/1930 04/30/2006  Active No =
. 0 ] 1112411998 082012010 Active No =
s . 1211242001 12M2/2005  Active No &
T (e 04/25/2003 04/25/2005  Active No &
= 209000 s 00 | 112612004 Active No =
T . 12/09/2002 12/08/2004  Active No =
[ O ws 00 ] 01/08/2000 08/26/2008  Active No &
NN . 0211912005 Active No &
(. e 04132006 Active No &
N [ 1212211992 08/20/2010  Active No =
T [ T 11181838 111602004  Active Mo &
MNext Last

545 record(s) found.
Main Menu

Figure 2-2 Search for a Nurse Aide — Initial Results

9. If there are no matches to the search criteria, the message “0 record(s) found” is displayed.
The user can search again by entering new search criteria or correcting the original search
criteria, and then clicking the “Search” button at the bottom of the screen.

10. If the search is successful, a Search for a Nurse Aide — Initial Results screen presents.
This screen lists the search criteria and displays all the nurse aides matching any of the
search criteria. For each result, this screen provides the name of the nurse aides,
certification number, original certification date, expiration date, status, adverse findings
and reciprocity state.

11. This screen also displays the total number of results found. To view the next set of
results, click on “Next.” To return to the previous set of results, click on “Previous.”

12. To return to the Search for a Nurse Aide screen and search for another nurse aide, click
the “Clear Search” button to clear all fields and enter new search criteria.

13. To return to the Main Menu, click the “Main Menu” link.

NAP Provider User Manual Page 7
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2.2 Search for a Training Program

2.2.1 Purpose

The Search for a Program function allows users to search for and view nurse aide training
program information. Users can search for all training programs in Georgia, or can narrow the
search process by entering specific data about a training program, such as the training program
name. The user can also enter geographic search criteria and search for a training program
convenient to a specific location and within a certain mile radius.

The Search function consists of three screens: Search for a Program, Search for a Program -
Initial Results, and Search for a Program - Detailed Results.

2.2.2 Instructions

1. Follow the steps in Section 1.4, Accessing the NAP Application. Click the “Program
Search” link from the Main Menu. The Search for a Program screen is displayed.

Search for a Program

Tao search for a specific nurse aide training program ar search for programs within a geodraphic defined area, please enter search infarmation and select the Search
hutton.

Program Mame w | Program Mumker ; Praovider IO
Program Setting : | Program Type | Program Status : w
City State: GA v Tipe Courty | Mile Radius | Mo Limit s

tlain kanu

Figure 2-3 Search for a Program

2. On the Search screen, enter one or more training program search criteria. The more
specific the search criteria, the faster the search. To search for a specific program, select
the program name from the Program Name drop down list, and/or enter the program
number in the Program Number field. To search by Provider ID, enter the number in the
Provider ID field.

3. To limit the search to a particular type of training program, select a type from the
Program Setting drop down list (acute facility, high school, home health agency,
nursing home, private school and vocational college).

4. To search for a program by status, select a status type from the Program Status drop
down list (active, closed, expired, involuntary withdrawal, voluntary withdrawal).

5. In order to perform a geographic search for a training program, a zip code, city or state
must be entered. Enter the five-digit zip code for the search location in the Zip Code

NAP Provider User Manual Page 8
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field. If the zip code is not known, enter a city in the City field, and select a state from
the State drop down list or utilize the default setting for state which is Georgia.

6. Other geographic search criteria may be entered to limit the search. Select a county from
the County drop down list.

7. The default setting for the Miles Radius field is No Limit. To search for a training
program within a different miles radius, select the preferred miles radius by clicking one
of the Miles Radius radio buttons.

8. Once all search criteria are entered, click the “Search” button at the bottom of the screen.
The information entered is validated by the system. If an error message appears, make
corrections and click the “Search” button again.

Search for a Program - Initial Results Instructions

To search for a specific nurse aide training program or search for programs within a geographic defined area, please enter search information and select the Search

button.

Program Name : % | Program Number : Provider ID :
Program Setting : | Program Type : % | Program Status : Active w
City : State : GA v | Zip: |30307| County: | Mile Radius : | Mo Limit | %
Results are based on center of City / Zip.
Toview detailed information about a specific program, click on a program name. The results displayed include miles from your search location.
ame e pogram umbor rypoorProgram [ saws ndross |
I - D g active [ NG
I 0 N active NG
I o0 DN 7ooinng and Testng Active
I o0 I cciningand Testing Active [
I 70 BN Troinng and Testing Active N
I 0 DN 7oinng and Testng Active
I -0 D g and Testng active [N
7 recordis) found.
Main Menu
Figure 2-4 Search for a Program — Initial Results
M H (13 7 M M
9. If there are no matches to the search criteria, a “0 record(s) found” message is displayed.

10.

11.

Search again by entering new search criteria and/or by expanding the geographic search
area and then click the “Search” button at the bottom of the screen.

If the search is successful, a Search for a Program — Initial Results screen presents that
lists the search criteria entered and displays all the training programs matching any of the
search criteria. For each result, this screen provides the name of the training program(s),
distance in miles from the search location, program number, type of program, program
status and address.

The screen also displays the total number of results found. To view the next set of
results, click on “Next.” To return to the previous set of results, click on “Previous.”
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12. To search for another program, click the “Clear Search” button at the top of the screen
and enter new search criteria.

OR

13. To view detailed information for a training program, click on the name of the program in
the Name Column. The Add/Edit a Program screen is displayed. This screen provides
the following detailed information for the selected program.

e Program Name

e Program Setting

e Program Type

e Program Status

e Approval and Withdrawal Date

e Information for Primary Contact

e Address, City, State, Zip Code and County

e Phone Number 1 and 2

e Fax Number

e E-Mail and Web Site Address

e Testing Site (yes or no)

e Course Book Name

e Information on Additional Classroom Training Sites
e Instructors associated with the Program

e Program Courses associated with the Program

NAP Provider User Manual Page 10
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Search for a Program - Detailed Results

Detailed infarmation foryaur selected Pragram.

program tme -

Program Setting : Mursing Home Program Type : Training Program Status @ Active
Approval Date : 06051959 Withdranwwal Date © 06221992

Primary Contact Information :

Last Mame: _ First Mame: _ hiciclle Initial: Social Security Mumber:

Location & Address Information :

e I -~ N et

Line 2: Phone 2 : Ext: Email :
City ATLAMTA State: GA Zip: 30329- Fax:
Courty : Dekalb Testing Site: Yes

Courze Book Mame :

Additional Locations

Address Information | Phone [ Fax Email /Web Address

Email : Yes

_ FPhone1: Ext.  web:

B o2 Et
— Fax:

Return To Search Results

Create an Attachment

If wou weant to attach a document to this Reguest, click on "Browse. ", zelect a document and then, click on "Attach File".

hdain benu

Figure 2-5 Search for a Program — Detailed Results

15. To obtain detailed information for an Instructor associated with this training program,
click on the name of the Instructor in the Instructor field. The Add/Edit Instructor
screen displays.

16. Click the “Return to Search Results” button to return to the Initial Results or the previous
screen.

OR
21. To return to the Main Menu, click the “Main Menu” link.
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2.3 Search for an Instructor

2.3.1 Purpose

The Search for an Instructor function allows users to search for training program Instructors. The
user can search for all Instructors associated with a particular training program or can narrow the
search to a specific Instructor by entering the Instructors name.

The Instructor Search function consists of three search screens: Search for an Instructor, Search
for an Instructor - Initial Results, and Search for an Instructor - Detailed Results.

2.3.2 Instructions

1. Follow the steps in Section 1.4, Accessing the NAP Application. Click the “Instructor
Search” link from the Main Menu. The Search for an Instructor screen is displayed.

Search for an Instructor

To search for an approved instructar, please enter the search information and select the Search hutton.

Program Mame: b
Inztructar Last Mame: Instructar First Mame:
Licenze Mumber; Statuzr () sctive () Inactive

Figure 2-6 Search for an Instructor

2. To search for a specific Instructor enter the name of the Instructor in the Instructor Last
Name and Instructor First Name fields, and/or enter the Instructor’s license number in
the License Number field.

3. To search for an Instructor associated with a particular training program, select the name
of the training program from the Program drop down list.

4. The default setting for Instructor Status is active. To limit the search to only inactive
Instructors, click the Inactive Status radio button.

5. Once all search criteria are entered, click the “Search” button at the bottom of the screen.
The information entered is validated by the system. If an error message appears, make
corrections and click the “Search” button again.

NAP Provider User Manual Page 12



Georgia Medical Care Foundation

6. If there are no matches to the Search criteria, a message displays that states there are “0
records found.” Search again by entering new search criteria and then click the “Search”
button at the bottom of the screen.

Search for an Instructor

To search for an approved instructor, please enter the search information and select the Search button.

program ame: | v
Instructer Last Name: Inztructer First Name:
License Number: Statuz: (&) active O Inactive O Pending () Temporary &pproval

Adaow nsiructr

To view detailed information about a specific Instructor, click an an Instructor Mame.

oo tame | Tpe| esrse amber oprov ot program e
T PE4gas ozzrizooe [ -

R095084 1zngneer NG .-
pzzrzoon N - .:
RND1236 czorzoto (N - -
LPN12355 D&232010 I e

w
1=}

=l
[
(=]
I
(=1
%)

5 record(s) found.

IMain Menu

Figure 2-7 Search for an Instructor — Initial Results

7. If the search is successful, the Search for an Instructor — Initial Results screen presents
that lists the search criteria entered and displays all the Instructors matching any of the
search criteria. For each result, this screen provides the name of the Instructor, license
number, Instructor approval date, type of program, and Instructor status.

8. The screen also displays the total number of results found. To view the next set of
results, click on “Next” or click on the next numbered set of results. To return to the
previous set of results, click on “Previous.”

9. To return to the Search for an Instructor screen and search for another Instructor, click the
“Clear Search” button at enter new search criteria.

OR

10. To view detailed information for an Instructor, click on the name of the Instructor in the
Instructor Name column. The Add/Edit an Instructor screen is displayed. This screen
provides the following detailed information for the selected Instructor.

e Instructor Name
e Status
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License Number

License Expiration Date

Original Instructor Approval Date, Most Recent Approval Date

Approval Code (Coordinator, Coordinator & Instructor, Instructor, Not
Approved)

Temporary Approval Expiration Date

Resume (yes or no)

Train the Trainer (yes or no)

Date of Most Recent Train the Trainer

Current Program Information (Program number, program name and start date)
Previous Program Information (Program number, program name and start date)

Search for an Instructor - Detailed Results

Cietailed information for your selected instructar.

Last Name: | REE I il nitis: E
Status: ACTIVE

License Mumber: _ License Expiration Date: 012102008
Original Instructor Approval Date: 020902005 Most Recent Approval Date: 020852005
Approval Code: Coordinstor  Temporary &pproval Expirstion Date:

Rezume: es

Train-the-Trainer: es Mozt Recent Train the Trainer Date: 03762007

The instructor can be approved for
more than one program.

Training Program | Start Date | End Date

Return To Search Results

Create an Attachment

If you weant to sttach & document to this Reguest, click on "Browse ", select a document and then, click on "Attach File".

bizin feru

Figure 2-8 Search for an Instructor — Detailed Results

11. To return to the Search for an Instructor — Initial Results or the previous screen, click the
“Cancel” or “Return to Search Results” button at the bottom of the screen.

OR
12. To return to the Main Menu, click the “Main Menu” link.

NAP Provider User Manual Page 14



Georgia Medical Care Foundation

2.4 Search for a Testing Site

2.4.1 Purpose

The Search for Testing Sites function allows the user to search for a nurse aide testing site. The
user can search for all testing sites in Georgia, or by entering specific geographic search criteria,
can search for a testing site convenient to a specific location and within a certain mile radius. The
Testing Site Search function consists of three screens: Search for Testing Sites, Search for
Testing Sites - Initial Results, and Search for Testing Sites - Detailed Results.

2.4.2 Instructions

1.  Follow the steps in Section 1.4, Accessing the NAP Application. Click the “Testing Site
Search” link from the Main Menu. The Search for a Testing Site screen is displayed.

Search for a Testing Site

To search for an approved test site by location, please enter search information and select the Search button.
City - State . | GA | fp: Coaurty w

Mile Radiuz | Mo Limit | s Program Status Active W

Figure 2-9 Search for a Testing Site

2. In order to perform a geographic search for a testing site, a zip code, city or state can be
entered. Enter the five-digit zip code for the search location in the Zip Code field. If the
zip code is not known, enter a city in the City field, and/or select a state from the State
drop down list.

3. Other geographic search criteria may be entered to limit the search. To search by county,
select an option from the County drop down list.

4. The default setting for the Miles Radius field is No Limit. To search for a testing site
within a different miles radius, select the preferred miles radius by selecting an option
from the Miles Radius drop down list.

5. The default Program Status is active. To search by a different status, select an option
from the Program Status drop down list.

6. Once all search criteria are entered, click the “Search” button at the bottom of the screen.
The information entered is validated by the system. If an error message appears, make
corrections and click “Search” again.
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Search for a Testing Site - Initial Results

To search far an approved test site by location, please enter search infarmation and selectthe Search button.

City : Atlarits State: | GA | Dp: (30032 | County: '

hile Radius ;|10 w Program Status Active v
Toview detailed information about & specific testing site, click on a testing site name. The results displayed include miles frorm your search location.
prowamieme e s ndwoss

I - o Active

1 record{s) found,

hizin Menu

Figure 2-10 Search for a Testing Site — Initial Results

7. If there are no matches to the search criteria, a message stating “0 record(s) found” will
be displayed at the bottom of the page. Search again by entering new search criteria and
then click the “Search” button at the bottom of the screen.

8. If the search is successful, a Search for a Testing — Initial Results screen presents that
lists the search criteria entered and displays all the Testing Sites matching any of the
search criteria. For each result, this screen provides the name of the testing site, miles
from the search location, site address and program status.

9. The screen also displays the total number of results found. To view the next set of
results, click on “Next.” To return to the previous set of results, click on “Previous.”

10. To return to the Search for a Testing site screen and search for another Testing Site, click
the “Clear Search” button and enter new search criteria.

OR

11. To view detailed information for a testing site, click on the name of a testing site in the
Name column. The Search for a Testing Site — Detailed Results screen is displayed.
This screen provides the following detailed information.

e Program Name

Program Setting

Program Type

Program Status

Approval and Withdrawal Date

Name of Primary Contact Person
Address, City, State, Zip Code and County
Phone Number/Secondary Phone Number
Fax Number

E-Mail and Web Site Addresses

Testing Site (Yes/No)

Course Book Name
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e Additional Locations Information

Search for a Testing Site - Detailed Results

Cetailed infarmation for your selected Testing Site.

Program Name - [

Program Setting : Private Program Type Training and Testing Program Status . Active
Approval Date: 09/044 236 Withdrawyal Date

Primary Contact Information @

Last Name: [ A Fr=ttere I oo niis: Socisl Security Number:

Location & Address Information :

ure 1 [ prone 1 [ £t venste:

Linge 2 Fhone 2 Eut: Email :
City : DECATUR State: GA  Zip: 30032- Fax:
County : Dekalb Testing Ste . ‘Yes

Course Book Mame :

Additional Locations

Address Information | Phone | Fax | Email /' Web Address | Testing Site
Return To Search Results

Create an Attachment

If you weant to sttach a document to this Reguest, click on "Browse.. ", select & document and then, click on "Attach File",

(] uscnrie |

hdain hienu

Figure 2-11 Search for a Testing Site — Detailed Results

12. To return to the Search for Testing Sites — Initial Results screen, click the “Return to
Search Results” button.

OR
14. To return to the Main Menu, click the “Main Menu” link.
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2.5 Enroll as a Nurse Aide Training Program (NATP)
2.5.1 Purpose

This function allows Providers and Training Program users to submit an application for
approval/re-approval of a Nurse Aide Competency Evaluation Program (training program).

2.5.2 Instructions

1. Follow the steps in Section 1.4, Accessing the Application. Click the “Enroll as a NATP”
link from the Main Menu. The Application for Approval or Re-Approval of a Nurse Aide
Competency Evaluation Program is displayed. Provide information in all the required
fields. The required fields are identified by pink shading.

Application for Approval or Re-Approval of Nurse Aide Competency Evaluation Program Instructions

Please provide the following information to be used in processing your application. Any hardcopy documentation required to approve your application will ke listed on
your cenfirmation page. Click the Review Application link to proceed with the application process.

Program Name : | | Application Type 1 O Approval O Re-approval

Program Location :

Addreass Ling 1: | | Phone 1: | - -

| Ext: | | Websaite | |

Address Line 2 : | | Phone 2 : | - - | Ext: | | Email : | |

V|Zip:| ||:| Fax: :l

City : | | state:

Contact Information

Last Hams : First Mame : Widdle Initial : SSN:
| | | [Jsswi[-- ]

Program Information

Course Name | |

Day Clags? OYes Q Mo If ¥'e=, enter Clagzroom Hours : l:l Labk Hours : l:l Clinical Hours : l:l
Might Clazs? OYes O Mo If ¥es, enter Clazzroom Hours : l:l Lab Hours : l:l Clinical Hours : l:l

Weekend Clazs? OYes O Mo If ¥es, enter Clazsroom Hours : l:l Lak Hours : l:l Clinical Hours : l:l

Additional Classroom Training Site(s)

Address Information Phone | Fax Email / Web Address

Line 1+ [ | Phonet:[ - - |Ext.| | Emai:| | ©
Ling 2 : | | PhunsZ:l - - |Ex‘t.| | "e'\"&b:| |
City : | | 5tat5:| v|Zip:| |-|:| Fax: I:I

Describe the classroom and lab space room dimension, including seating capacity, writing space, lighting and temperature control:
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Clinical Training Site(s)

| ¥
-0OR- Line 1: Line 2 : City : State:  Zip: @

| | I | [or ] |

Program Coordinator or Instructor (must be a RN)

T S T ) ST T
¥ | | L] ] | | | | | ©

List the name, profession and work experience of each health care professional utilized to assist in the instruction of the nurse aide course. Please review
federal guidelines regarding supplemental instructors. Examples: CPR certified instructor, guest speaker on Alzheimer, guest speaker on Ombudsman duties
etc

Expert Supplemental Instructors

e e e
| 11 | | | ©
Preparers Name : | | Date: 02172010

Multiple classes require appropriate lesson plans and the completion of an hourly breakdown form for each class.
A minimumm of twenty-four hours of clinical rotation is required in a Long Term Care Facility.

[ Revew rppicsion | ~Concel | Retum To Sewren pesuts

Main Menu

Figure 2-12 Enroll as NATP Application

Type in the name of the organization/facility in the Program Name field.

Enter complete address information. In the Address fields, type in a street address or
P.O Box. Enter a city in the City field, and the five-digit zip code in the Zip Code field.
The last four digits of the zip code may be entered, if known. The default setting for
State is Georgia. To select a different state, click the down arrow in the State field, and
then click on the name of a state from the drop down list. To select a county, click on the
name of a county from the County drop down list. These fields are required.

4. Enter the facility phone number as (nnn-nnn-nnnn) in the Phone Number field. Enter an
email address in the E-Mail address field. It is recommended but not required to enter fax
numbers or a Web Site address.

5. Enter the name of the main contact person in the First Name and Last Name fields.
6. Enter the name of the Course in the Course Name field.

7. Indicate whether the program will be offering a day, night and/or weekend class by
selecting the yes or no radio button next to the Day Class, Night Class and Weekend
Class fields.

8. If yes is selected, enter the total hours of classroom instruction in the Classroom Hours
field, the total lab training hours in the Lab Hours field and the total clinical training
hours in the Clinical Hours field.
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9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

In the Additional Classroom Training Site field, enter the name of the place and the
address where the classroom training will be provided in the first row of the table, and
then click the “Add” link. When “Add” is clicked a new row is added to the table and a
“Remove” link displays next to the row of information that was just entered. Selecting
the “Remove” link will delete the corresponding row of information.

Enter a description of the classroom and lab space room dimensions, including seating
capacity, writing space, lighting and temperature control in the comments box marked as
such.

In the Clinical Training Site section, either select from the drop list or enter the name of
the agency, the agency’s address and the type of patient care unit where the clinical
training will be provided in the first row of the table, and then click the “Add” link.
When “Add” is clicked a new row is added to the table and a “Remove” link displays
next to the row of information that was just entered. Selecting the “Remove” link will
delete the corresponding row of information.

In the Program Coordinator or Instructor section, select the type of individual
(program instructor, coordinator, both) from the Type drop list. Type in the name of the
Program Coordinator/Instructor, their title and their Georgia license number in the first
row of the table, and then click the “Add” link. When “Add” is clicked a new row is
added to the table and a “Remove” link displays next to the row of information that was
just entered. Selecting the “Remove” link will delete the corresponding row of
information.

In the Expert Supplemental Instructors field, type in the name of an ESI, the
Instructor’s job title and the Instructor’s work experience in the first row of the table, and
then click the “Add” link. When “Add” is clicked a new row is added to the table and a
“Remove” link displays next to the row of information that was just entered. Selecting
the “Remove” link will delete the corresponding row of information.

In the Preparer’s Name field, type in the name of the person who is completing the
application.

To return to the main menu without submitting the application, click the “Cancel” button.
Otherwise, once all information is entered, click on “Review Application”. The
information entered is validated by the system. If an error message appears, make
corrections and click the “Review Application” link again.

Once “Review Application” is clicked, a Review screen is presented that displays the
information entered on the application. Review the information displayed for accuracy.

If the information is correct, click the “Submit” button at the bottom of the screen and go
to Step 20.

OR

If the information is incorrect, click the “Edit Application” link at the bottom of the
screen to return to the Approval/Re-Approval Application screen. Correct the
information, and click on “Review Application” again to review the information.

When all information entered is correct, click the “Submit” button at the bottom of the
Review screen.
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20. Once “Submit” is clicked, a Confirmation screen is presented that verifies receipt of the
application and provides a confirmation number. This screen also displays instructions
for submitting additional required documentation, links to forms that will need to be
completed and returned, and a Nurse Aide Program contact number for inquiries
regarding the application. It is recommended to print this page or copy the confirmation
number.

21. To return to the previous search results, click the “Return to Search Results” button. To
return to the Main Menu, click the “Main Menu” link.
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2.6 Train-the-Trainer Application (Log)
2.6.1 Purpose

This function allows Providers and Training Program users to register for a Train-the-Trainer
workshop.

2.6.2 Instructions

1. Follow the steps in Section 1.4, Accessing the Application. Click the “Train-the-Trainer
Application” link from the Main Menu. The Train-the-Trainer Registration Application
screen is displayed.

Train the Trainer Registration Application Instructions

To register for a train the trainer workshop, please enter the requested information.
Last Name : [ FrstName:[ | Middenta: [_|

Facility Mame : | |

Address Line 1. | |

Address Line2: | |
Phone : (- Jex[ ]emai| |
Session ID: l:l

To select a workshop, click on a session from the list below,

FaRlinhcl 0 W0 IEUREGERR TR AT 18
wactt1izos [ N 1cco0c 11182018 4 0
Ken123 I e 0/27/2010 08/28/2010 30 20

All Se=zzionz are 2-Day Sessionz. Day 1: 9AM - 3PM, Day 2 : SAN - 1PM

Additional Comments

Resct optcaton

Main Menu

Figure 2-13 TTT Application

2. Enter the registrant’s last and first name in the Last Name and First Name fields. These
fields are required.

Enter the registrant’s Facility Name, if applicable.

4. Enter the registrant’s address in the Address Line 1, Address Line 2, City, State, Zip
Code fields. These fields are required.
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10.

11.

12.

Select the registrant’s county from the County drop down list.

Enter the registrant’s phone number in the Phone Number field. Phone numbers are
entered as (nnn-nnn-nnnn). Enter the registrant’s email address in the Email field. Note
that these fields are required.

Select the Train-the-Trainer session that the registrant would like to attend from the
schedule by clicking the workshop. The Session ID field will populate based on the user
selection. This field is required.

Add additional comments in the Additional Comments field.

To clear all fields and start over, click the “Reset Application” button. Otherwise, once
the application has been completed, click the “Review Application” button. A read-only
screen will present displaying all information entered into the TTT application.

If information is incorrect or needs to be changed, click the “Edit Application” button at
the bottom of the page. Make necessary edits and click the “Review Application” button.
If all information is correct, click the “Submit Application” button.

A message will be displayed confirming that the application has been processed and the
time and location details of the workshop. In addition, an email message will be sent to
the registrant confirming the details of the Train-the-Trainer workshop.

To return to the main menu, click the “Main Menu” link.
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2.7 Search for/Submit a Complaint

2.7.1 Purpose
This function allows users to search for a complaint filed about a Nurse Aide Training Program

or submit a complaint about a Nurse Aide Training Program. Users can search for complaints
that have been filed against a specific training program or by date filed, complaint type.

2.7.2 Instructions
Search for a Complaint

1. Follow the steps in Section 1.4, Accessing the Application. Click the “Complaint Search”
link from the Main Menu. The Search for a Complaint screen is displayed.

Search for a Complaint

To search for a specific nurse aide training program or search for programs, please enter search information and select the Search button.

e

Program Mame :
Addrezs Line :
City : State . |GA |¥| Zip:
Date Filed :

o Dlilinicallaaue DFEE lzzus Dother
Complaint Type :

|:| Eguipment lzzue D Insgtructor/PC lzzue D_raining lzzue

Main Menu

Figure 2-14 Search for a Complaint

2. On the Search screen, enter one or more complaint search criteria. The more specific the
search criteria, the faster the search. To search for a specific complaint, select the
program name from the Program Name drop down list.

3. To limit the search to a particular type of complaint, select a type from one of the radio
buttons (Clinical Issue, Equipment Issue, Fee Issue, Instructor/PC Issue, Other, Training
Issue).

4. Users may also limit their search to complaints filed on a particular date by entering a
date in the Date Filed field. Dates are entered as (mm/dd/yyyy).

5. Once all search criteria are entered, click the “Search” button at the bottom of the screen.
The information entered is validated by the system. If an error message appears, make
corrections and click the “Search” button again.
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Search for a Complaint - Initial Results

To search for a specific nurse aide training program or search for programs, please enter search information and selectthe Search button.

| o
Program Name :
Address Line | |
City : | | state: [Ga v| Zip: | |
Date Filed :
. int T Dlﬁlinicallaaue DFEE lzzus |:|Clth5r
Complaint Type :

Equipment lzzue |:| Ingtructor/PC lzzus D_raining lzzue

Toview detailed information about a specific Complaint, click on an Program Mame.

o

I - 07/01/2009 Egquipment lzsue
I - 07/01/2008 Equipment lssue

2 record(s) found.

Figure 2-15 Search for a Complaint — Initial Results

6. If there are no matches to the search criteria, a “0 record(s) found” message is displayed.
Users may search again by entering new search criteria and clicking on the “Search”
button at the bottom of the screen.

7. If the search is successful, the Search for a Complaint- Initial Results screen presents and
displays the complaints matching any of the search criteria. For each result, this screen
provides program name, address, date filed and complaint type.

8. The screen also displays the total number of results found. To view the next set of results,
click on “Next.” To return to the previous set of results, click on “Previous.”

9. To view detailed information for a complaint, click the name of the program in the
Program Name column. The View Complaint Details screen is displayed. This provides
the following detailed information for the selected Complaint.

e Program State Approved (yes/no)

e Program Name

e Program Address
e Complaint Type
e Explanation

e Date Filed
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View Complaint Details

Detailed Information about your selected complaint.

l= Program State Approved ? Yes

Program Name : [
program Addrezs - [ R

Complaint Type : Equipment lzssue If "Other’, enter description ;
Explanation :
Date Filed : 07012009

Return To Search Resulis

Figure 2-16 View Complaint Details

2.7.2.1
10. To return to the previous search results, click the “Return to Search Results” button. To

return to the Main Menu, click the “Main Menu” link.

2.7.2.2
2.7.2.3Submit a Complaint
2.7.2.4
1. On the Search screen, click on the “Add Complaint” button.

Add a Complaint

Flease praovide the following information to be used in processing your complaint. Please enter as detailed infarmation in your explanation for the complaint. Click the
Submit link to proceed with the submission of the complaint.

Iz Program State Approved ? O‘.’53 O No

Complainant's Name : | Complainant’s Phone : I:l
Complaint Type : If 'Other’, enter description :

Explanation :

Date Filed : 08/21/2010

[ Seve Compiaint | Cancel | Retum To Scarch Resuits
Figure 2-17 Submit a Complaint

Indicate whether the program is State Approved by selecting the Yes or No radio button.

3. Enter the name of the person who is submitting the complaint in the Complainant’s
Name field.

4. Enter the Complainant’s phone number in the Complainant’s Phone field. Phone

numbers are entered as (nnn-nnn-nnnn).

Select the type of complaint using the Complaint Type drop list.

Enter an explanation of the complaint.

7. To submit the complaint, click the “Save/Submit Complaint” button.

N

ISRl
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8. A message will be displayed confirming that the complaint has been submitted and that
the complainant will be contacted by a representative within a number of days to discuss
the issue.
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2.8 Access Forms, Links & Lists and FAQ’s
2.8.1 Purpose

These functions allow Provider, Training Program and Certified Nurse Aide users to access
Nurse Aide Program policies and procedures, forms, resource information and frequently asked
questions via the Main Menu on the Georgia Web Portal.

2.8.2 Instructions

Provider, Training Program and Certified Nurse Aide users can access Nurse Aide Program
policies and procedures, forms, resource information and other related information via the Main
Menu of the Nurse Aide tab of the Georgia Web Portal.

e Providers, CNA’s and Training Programs can access this information from the Main
Menu via the Nurse Aide Program tab on the portal by clicking on a specific “Form”

link, selecting either “Links & Lists” link or one of the links in the “Frequently Asked
Questions” section.

Forms: A list of forms is displayed in the “Forms” Section on the Main Menu. This screen
provides links to the Certification Renewal form, Change of Information form and Reciprocity
Application and various others.

Nurse Aide System

|. Certified Murse Aide Registry Search for a Nurse Aide
Aclverse Findinos
Cerification Renewal
Hurse Aide Forms

Murse Aide Cerification Renewal

Murse Aide Out-of-State Reciprocity
Cettification | etter Recuest
Chance of Personal Information

Change of Mame

Figure 2-17 Forms

Links and Lists: If the “Published Links and Lists” link is selected, a screen displays that
provides links to the Georgia Department of Community Health, Georgia Department of Human
Resources, Office of Regulatory Services, Georgia Nursing Home Association, Georgia Hospital
Association, Certified Nurse Aide Association and various others. This screen also provides
links to various lists including the following: Approved Nurse Aide Training Programs in
Georgia, Testing Sites, and other Nurse Aide State Registries.
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. Links & Lists Publizhed Links & Lists
Testing Sites
Train-the-Trainer Calendar
Cther Murse Aide State Redistries
Test

Murse Side Training Program]

Figure 2-18 Links and Lists

Frequently Asked Questions: Users can view commonly asked questions related to Certified
Nurse Aides and/or the Nurse Aide Training Program by clicking a link in the “Frequently
Asked Questions” section.

Ill. Frequertly Asked Guestions (FAGS) Cerified Murse Side ‘—’_—/‘

Murse Ajde Training Programs

Figure 2-19 Frequently Asked Questions
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